QP
rovth dabota

(iCAN

Training for the Child and Adult
Care Food Program

Child and Adult Nutrition Services

Hello and welcome to the webinar! During this session we will be going over the new
iCAN web-based application process for the Child and Adult Care Food Program. As you
know, iCAN is a new system to the state of South Dakota. We are very excited about
this process and hope that you will find the system to be user friendly and much more
convenient than the paper-based system that we have always used here in South
Dakota.

This system will be used for applications and claims. The claims side of the website is
not quite ready at this time. Training will be provided on the claims to those that are

interested when the time comes for using iCAN to submit claims for reimbursement.

Let’s get started!
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The first step of the process will be to log into the system. At the end of this session we
will give you the URL for the website. We’d like you to sit back for now and listen rather
than trying to fill out the application while we are going over the details of the system.

The screen you are seeing now is the log in screen. This is where you will always begin.
It is a screen that is used for all of the nutrition programs that our office works with.
You may see messages on this screen that do not apply to your agency. If so, just ignore
those messages. If you wonder if the message does apply to you, feel free to contact
our office.

This page is a public site. Anyone can get to this screen. However, only authorized users
will be able to log in. Authorized users are assigned a User ID through our office. At this
point, Cheriee Watterson and/or Sandra Kangas are authorized to issue User IDs. If you
feel you need a User ID, you will need to contact one of these individuals by calling the
main office at (605) 773-3413 to request a User ID and temporary password.

Once you have your User ID and temporary password, you will enter those into the
fields on the screen and then click log on.



Logging in to the System

Your current password has expired, You must reset your password before you can continue,
Please reset your password now,

Please enter your new passwond and re-enter your new password to veny R, Click Save o continue,
New Password:

Re-Enter New Password:

Your password must comply with the following
rules: 1) at least 10 characters long, 2) at least 1
number, 3) at least 1 special character
(S,%,7,&,+,=), and 4) cannot contain your user
name.

The first time you log in, you will be required to change your password. The CANS staff
will not have access to this password. If you forget the password you can call the main
office at (605) 773-3413 to request that your password be reset. At that time you will

once again be prompted to change your password. Please keep your password
confidential!

The password requirements are listed here: (read slide).



Logging in to the System

School Nutrition Programs

=
=
=

Click on Child and Adult Care Food Program (green button)
You will only see this screen if your agency operates two or
more of the Nutrition Programs listed.

This is the first screen once you log in. However, if your agency only operates the Child
and Adult Care Food Program you will bypass this screen completely. This screen is tied
to the agencies that are associated with your User ID. If your agency participates in any
of the other programs listed then you will see this screen. If that is the case then you
will need to click on the green CACFP button on the top right.

As a note, you will not have access to buttons that are not associated with your User ID.



Content Overview
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Welcome to iCAN!

South Dakota's web-based system for online
applications and claims.

You have reached the home page for the
Child & Adult Care Food Program!

We are exdited to announce that the application process is ready for use!
The daims portion should be ready to go in the near future.

If you have any problems with your application, please contact Melissa Halling by phone at (605) 280-
2696 or by email at Melissa.Halling@state.sd.us.

If you have any problems with your claims, please contact Phyllis Tomkiewicz by phone at (605) 773-
3456 or by email at Phyllis. Tomkiewicz@state.sd.us.

We will begin this session by going over a summary of the content you will find within
the system.

The first button along the top left is for applications. This is the link that you will click to
get to the application forms.
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Welcome to iCAN!

South Dakota's web-based system for online
applications and claims.

You have reached the home page for the
Child & Adult Care Food Program!

We are exdited to announce that the application process is ready for use!
The daims portion should be ready to go in the near future.

If you have any problems with your application, please contact Melissa Halling by phone at (605) 280-
2696 or by email at Melissa.Halling@state.sd.us.

If you have any problems with your claims, please contact Phyllis Tomkiewicz by phone at (605) 773-
3456 or by email at Phyllis. Tomkiewicz@state.sd.us.

Claims will come on at a later date. We will train on this at that time.

The second link along the top left side of the screen is the Claims link. This is the link
that you will click on to get to the claims forms. Since this training will not cover the

process for completing the claims we will not be going into any further detail about the
claims at this point in time.

The next button is for reports. This is used by the state office and you likely will not
have access to this. If there are any local level reports that are needed, this link could
be used for that purpose. We will not be covering these during this session as there are
not currently any reports accessible to local agencies.
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Welcome to iCAN!

South Dakota's web-based system for online
applications and claims.

You have reached the home page for the
Child & Adult Care Food Program!

We are exdited to announce that the application process is ready for use!
The daims portion should be ready to go in the near future.

If you have any problems with your application, please contact Melissa Halling by phone at (605) 280-
2696 or by email at Melissa.Halling@state.sd.us.

If you have any problems with your claims, please contact Phyllis Tomkiewicz by phone at (605) 773-
3456 or by email at Phyllis. Tomkiewicz@state.sd.us.

The next link over is the security link. This is where you would go if you wanted to
change your password.
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Welcome to iCAN!

South Dakota's web-based system for online
applications and claims.

You have reached the home page for the
Child & Adult Care Food Program!

We are exdited to announce that the application process is ready for use!
The daims portion should be ready to go in the near future.

If you have any problems with your application, please contact Melissa Halling by phone at (605) 280-
2696 or by email at Melissa.Halling@state.sd.us.

If you have any problems with your claims, please contact Phyllis Tomkiewicz by phone at (605) 773-
3456 or by email at Phyllis. Tomkiewicz@state.sd.us.

Most useful when your user ID is associated with more than one sponsor.

The last link in this section is the search option. It is not likely that this will be too useful
to most agencies. This may not even show up for you. Users that have a User ID that is
associated with more than one agency would use this option to switch between one
agency and the other. So, for example, if you worked at two different centers and you
have access to the iCAN system at both centers, then both of these agencies would
show up under the search option. This only applies for a very limited number of CACFP
users. Agencies that have more than one site that all fall under one agency “umbrella”
do not need to worry about this. This only applies if there are different local agency
numbers (FEIN, Vendor, etc.) that are associated with the different agencies. We are not
talking about agencies that have multiple sites but rather Users that work in multiple
agencies.
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Child and Adult Care Food Program
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Welcome to iCAN!

South Dakota's web-based system for online
applications and claims.

You have reached the home page for the
Child & Adult Care Food Program!

We are exdited to announce that the application process is ready for use!
The daims portion should be ready to go in the near future.

If you have any problems with your application, please contact Melissa Halling by phone at (605) 280-
2696 or by email at Melissa.Halling@state.sd.us.

If you have any problems with your claims, please contact Phyllis Tomkiewicz by phone at (605) 773-
3456 or by email at Phyllis. Tomkiewicz@state.sd.us.

Moving over the right side of the screen you will see a link that will allow you to change
the program year that you are working in (or more likely viewing). Prior years will be in
view only mode in most cases. However, when you are completing a renewal in future
years you will be able to see and modify the current year and the upcoming year. Due
to the lack of data at this point in time, the prior year’s data for your agency will be in
view only mode. You will not be able to modify any data from the 2013-2014 program
year. You would never be able to modify data from the 2" prior year. That will always

be in view only mode.
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Welcome to iCAN!

South Dakota's web-based system for online
applications and claims.

You have reached the home page for the
Child & Adult Care Food Program!

We are exdited to announce that the application process is ready for use!
The daims portion should be ready to go in the near future.

If you have any problems with your application, please contact Melissa Halling by phone at (605) 280-
2696 or by email at Melissa.Halling@state.sd.us.

If you have any problems with your claims, please contact Phyllis Tomkiewicz by phone at (605) 773-
3456 or by email at Phyllis. Tomkiewicz@state.sd.us.

The second link is an online help manual. You can click on this link to look up answers
to questions you may have. The Sponsor User Manual will also be a good place to go if
you have questions. You can also send an email to the iCAN help address. | will give you
that on a screen later in the presentation. Someone will be assigned to check that email
box on a regular basis to make sure that questions are addressed. However, | would
recommend that you contact me by email directly since | check my email much more
frequently that that box will be checked.
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Child and Adult Care Food Program
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Welcome to iCAN!

South Dakota's web-based system for online
applications and claims.

You have reached the home page for the
Child & Adult Care Food Program!

We are exdited to announce that the application process is ready for use!
The daims portion should be ready to go in the near future.

If you have any problems with your application, please contact Melissa Halling by phone at (605) 280-
2696 or by email at Melissa.Halling@state.sd.us.

If you have any problems with your claims, please contact Phyllis Tomkiewicz by phone at (605) 773-
3456 or by email at Phyllis. Tomkiewicz@state.sd.us.

The last button | will mention is the log out button. It is good to always log out of the
program when you are done. All changes that are made while you are logged in will be
tied to your User ID. You don’t want someone else to be able to go in and make
changes using your User ID.
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Child and Adult Care Food Program

| security | Search | vear | Help | LogOut
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Welcome to iCAN!

South Dakota's web-based system for online
applications and claims.

You have reached the home page for the
Child & Adult Care Food Program!

We are exdited to announce that the application process is ready for use!
The daims portion should be ready to go in the near future.

If you have any problems with your application, please contact Melissa Halling by phone at (605) 280-
2696 or by email at Melissa.Halling@state.sd.us.

If you have any problems with your claims, please contact Phyllis Tomkiewicz by phone at (605) 773-
3456 or by email at Phyllis. Tomkiewicz@state.sd.us.

We will specifically talk about the application at this point. As | indicated earlier, you
will click on the first link along the top left side of the screen.



Application Process

Child and Adult Care Food Program

Applications | Claims | | Security | Search

Program Year: 2014 - 2015

Description
Center Application Packet

DCH Sponsor Application
Forms for Downloading - CACFP

Annual Audits

The application options will then open on your screen.

1)

2)

3)

4)

The first link is a link that you would open to start an application for center-based
CACFP agencies. This is the application that we will be covering specifically in this
session.

The second link is a link that you would open to start an application for home-based
CACFP. This application is similar but separate from the center based sponsors. We
will have a separate session for the areas that are specifically for day care home
sponsors. Sponsors of Day Care Homes will be notified of those training
dates/times.

The third link is a link you can go to if you need sample forms. For example, free and
reduced price meal applications, income guidelines, civil rights data collection,
publicly funded programs chart, etc.

The third is a link to the annual audits form. If your agency is required to have a
financial audit completed, this is where you would go to enter the details from the
audit. Phyllis Tomkiewicz can answer your questions related to the audit. Since the
vast majority of agencies are not required to complete the audit form we will not
use this time to go over that form in detail.
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Application Process

Child and Adult Care Food Program

Download Forms
View: [Grouped =
- Last New
-/ |Form 1D Description Modified | Sponsor?
I-| |cACFP - Centers (16) : -
oo Annual Certification Statement for Renewals 09/23/2014| N
| at Risk After School Meals Documentation [osr23r201a] v
CACFP Agreement Narrative osr23r201a] ¥
| certificate of Authority osr23r201a] ¥
n |Civil Rights Data Collection os/232014] ¥
|Free and Reduced Meal Packet for Centers 09/23/2014] Y
es |Income Eligibity Guidelines osr23r2018] v
|Management Plon for tndependent Centers 09/23/2014] ¥
Management Plan for Sponsers of Centers 09/23/2014) ¥
| [osr23/2004]
osr23/2018] ¥
Notification Letter for Free and Reduced Price Meals 09/23/2014) ¥
| ent for Independent Centers and Center IO T
Public Release Forms for Centers 09/23/2014) Y
ued [Public Release for Renewing Agencies - State Issued os/232014] ¥
Publicly Funded Programs 09/23/2014] Y

This is a list of the current downloaded forms. This list will be updated as needed for
each program year. If you feel that additional forms should be available on this website,
please let me know and | will see if we can get those posted. Many of these
downloaded forms will also be available when you get to the checklist items within the
application. We will address those later in this session.
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Application Process

Child and Adult Care Food Program

Assications._|_ ciaims_|

| vaar | Heip | Log Out

| Securiey. | Search

Download Forms
View: [Grouped =]
Last New
= [Form 1D |Description Modified ' Sponsor?
= lcm Centers (16) .

i s bhication Annual Certification Statement for Renewals 09/23/2014] N

‘M Risk After School Meals Documentation >09/23,/20X4> Y

CACFP Agreement Narrative osr23r201a] ¥

| certiicate of Authority osr23r201a] ¥

Civil Rights Data Collection >09/23/20 l-" Y

‘Vree and Reduced Meal Packet for Centers. 09/23/2014 Y

es .Inmm( Elhgiblity Guidelines .09/’23."2014 Y

.Manaqemenk Plan for Independent Centers 09/23/2014 \ £

Management Plan for Sponsors of Centers 09/23/2014 Y

.MAnqumeM Plan Update los/23/2014 N

‘Mukl State Operations '09/2]“20 14 ¥

Notification Letter for Free and Reduced Price Meals 09/23/201; Y

Polcy Statement for Independent Centers and Canter ST

Public Release Forms for Centers 09/23/2014) Y

ued |Public Release for Renewing Agencies - State Issued nq/zz’zau‘ %

Publicly Funded Programs 09/23/2014] Y

To go back to applications you can click on the word applications in the bread crumb
trail. This trail will always be available to take you back to a previous part. Use this or
the button at the bottom of some screens that say “back” rather than using the back
button on your internet browser.



Application Process

| vear | Help | LogoOut

Program Year: 2014 - 2015

Description
Center Application Packet

DCH Sponsor Application
Forms for Downloading - CACFP

Annual Audits

Clicking on applications will bring you back to this screen. Next we will go into the
actual application forms. You will click on Application — Center (in most cases). For
those of you that also sponsor homes, or only sponsor homes, the process will be the
same for that application.



Content Overview

Child and Adult Care Food Program

Applications | | security | Search

Applications > Program Vear: 2014 - 2015 _
CACFP Sponsor Search 1
Search for Sponsors
Agreement Number: Packet Status: -
Sponsor Name: Field Service Rep: -
Vendor Number: Packet Assigned To: -
FEIN: — Program Status: =
County: - Program: Both -
Sponsor Status: Active =] .
Sponsors Found: 26
Agreement Sponsor Name Application Submitted Approval Packet
Number Packet for Date Assigned
Status Approval To

You should only see this screen if your log in information is tied to another sponsor
(agency). We have very few instances of this happening.

Clicking that MAY take you to this search screen. As | had indicated previously, this
screen is for Users whose IDs are tied to more than one sponsor (such as mine was for
testing and training purposes). You may not even see this screen. If you do, just click on
the word “search” and it will bring up a list of agencies (or sponsors) that you have
access to. You could use the search fields but since the list is only going to populate two
or three agencies it would not be necessary. | will show you an example of that next.

While | am on this screen | do want to mention that you will notice that the Program
Year is now displayed in the green row. This will be important for you to be aware of —
especially if you are trying to look at, update, etc. the information from a different
program year. It is my understanding that this will always default to the most current
year that has been “opened” for sponsors to view or access. Right now it will always
default to 2014-2015 until the forms for the 2015-2016 are ready to be completed.

Again, this screen won’t be seen by many sponsors. However, the program year will be
displayed on the screens from this point forward.
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Application Process — Sponsor Search

Child and Adult Care Food Program

Applications | Claims |

| security | Search | Year | Help | LogOut

Program Year: 2013 - 2014

CACFP Sponsor Search

Search for Sponsors

Agreement Number:[— Packet Status: =
Sponsor Name: r—' Field Service Rep: ,ﬁ
Vendor Number: |— Packet Assigned To: [ﬁ

FEIN: ,— Program Status: |—;|
County: ,ﬁ Program: m

Sponsor Status: Active =
Search l

Sponsors Found: 1
Agreement Sponsor Name d PP Packet
Number Packet for Date Assigned
Status Approval To
7050101(C) Hearts in Motion Approved 09/26/2014  09/26/2014
A\ J

This is how the list of sponsors will generate. Any agency / sponsor that is tied to your
user name will appear at the bottom of the screen. Click on the blue and it will take you
to the information tied to that sponsor/agency.



Application Renewal Process

Child and Adult Care Food Program /' § ..........

Applications | | Security | Search | vear | Help | Logout

Applications >

Select Program Year

7050106  Status: Active
Hearts in Motion Productions

Currently, there are 3 Program Year(s) available. Select the year you wish to access.
Program Year Date Range Application Packet
‘ @ e 10/01/2014 - 09/30/2015 Application Packet on File

10/01/2013 - 09/30/2014 Not Staned*
10/01/2012 - 09/30/2013 Not Started

< Back

After you clicked on the agency name you will most likely come to a screen that looks
like this. You will find the 2014-2015 application at the top with the word “new” next to
it. The other program years will be available in view only format. Most of the data that
this system collects was not maintained electronically in previous years so we were not
able to populate the data into this system. You should be able to view the data that is
there but you will not be able to modify it. You need to know that the information will
appear very incomplete from the previous years at this point.
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Applications |

Applications > Application Packet - Canters >

7050106  Status: Active
Hearts in Motion
2012 NE Oak Drive
Mitchell, SD 57301

Application Packet
Sponsor of Affiliated Sites

Packet Submitted Date:
Packet Approved Date:

Packet Original Approval Date:
Packet Status:

The Sponsor has not started in the current year (2015).

Click 'Enroll’ to enroll for this year based on your prior year's information.

Cance

Application Renewal Process —

Enroll in New Year
Child and Adult Care Food Program

| Security | Search

| vear | Help | LogoOut
Program Year: 2014 - 2015

Not Enrolled

The top will indicate your type of agency currently on file. This may say Independent
Center or Sponsor of Unaffiliated Centers accordingly. This is just a screen shot of a
Sponsor of Affiliated Sites.

After you click on the 2014-2015 program year (or any new year in the future) you will
get this screen. You need to click on enroll to get to the forms for the upcoming
program year. This only applies to renewing sponsors. New sponsor will not see this

screen.

| also want to mention that the section highlighted in yellow will indicate the type of
organization that your agency is approved as. This will be Independent Center for most
of you. Those that have more than one center would be shown as a Sponsor Affiliated
or Unaffiliated Sites (or both). Right now we only have affiliated sites in South Dakota.

So, you will click on Enroll...

20



Application Renewal

Latest
Action Form Name Version  Status

ew | Modify = Sponsor Application Original Pending Validation

= Board of Directors/Principals

= Sponsor Budget Detail
Checklist
Application Packet Notes for Sponsor
Approved Pending Return for Denied Withdrawn/ Total

Correction Closed Error Applications
0 4 [ 0 0 0 4

< Back | J

And then this screen will open. You will always want to start with the Sponsor
Application. Everything builds upon that. You will see the words “pending validation” if
your agency was approved for participation in 2013-2014. There will be a few instances
when that is not the case. Those agencies are agencies that applied for and/or were
approved for participation after the list of current sponsor was given to the computer
company (in early April 2014). | believe there are about 4 agencies that will see
different words but the process is essentially the same. New agencies just won’t have
any data that pre-populates this year. Renewing sponsors will have a little bit of
information that does pre-populate (names, addresses, possibly approved meal types,
etc.). Largely everyone will be starting basically from scratch this year.

So, click on Modify.
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Sponsor Application - Addresses

Version: Original
Sponsor Description

FEIN Type of Sponsor Type of CACFP - Centers Organization
12-3245659 For Profit Organization Sponsor of Affiliated Sites

1. Are all of your organization's CACFP participating sites located in the same building? € Yes 6 No

2. Does your organization operate the CACFP in any other state(s)? C Yes @ No

Name of State(s): =]
=

Addresses
Street Address

3. Address Line 1:

Address Line 2:

[
[
4 city [

5. State:  zee [
6. County: =

Mailing Address
[ Mailing Adé

7. Address Line 1:

[
Address Line 2: [
[

8. City:

9. State: Zip:

Some information will populate. More will be there next year!

This will bring you to the screen that will collect basic information about your
organization as a whole.

First they will ask some basic questions about your operation and your location. Some
of this information will populate. More of it will pre-populate in future years!

These questions must be completed. The only exception is that we don’t need you to
fill out anything on the Address Line 2 if there is nothing to record there (such as a suite
number, etc.).



Sponsor Application - Contacts

Contacts

Authorized Representative

The Authorized Representative must be an individual who has been authorized to act on behalf of the Sponsor by
agreeing to and signing the Certificate of Authority.

Salutation First Name Last Name

10. Name: l le l
11. Date of Birth: (mm/dd/yyyy)

12. Email Address: (53 [

13. Phone: [ Ext: Fax: |
14. Cell/Alkt Phone:
15. Title: [

Executive Director/Owner

Salutation First Name Last Name
16. Name: [ =T
17. Date of Birth: ,— (mm/dd/yyyy)

18. Email Address: (63 [

19. Phone: [ Ext: Fax: |
20. Cell/Alt Phone:

21. Title: [

Then there will be questions about contact information. The names, dates of birth,
phone numbers, and titles are all required fields.

The Authorized Representative is the person who has been authorized to enter into this
agreement. There is a form that you will need to attach (or send in) if you make a

change to this position.

We are required to collect this information for the Executive Director.
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Sponsor Application — Contacts

.
(continued)
Claim Contact
I Ciaim Contact is the same as the Authorized Representative
Salutation First Name Last Name
22. Name: [ L”

23. Date of Birth: T
24. Email Address: 53 [
25. Phone: | Ext: Fax:

26. Cell/Alt Phone:

27. Title: [

Program Contact (Optional)
The Program Contact is an individual who has been autherized to act on behalf of the Sponsor.

am Contact is the same as the Authorized Representative
Salutation First Name Last Name

28. Name: =1 [ [
29. Date of Birth: (mm/dd/yyyy)

30. Email Address: €3 [
31. Phone: | Ext: Fax:

32. Cell/Akt Phone:

33, Title: [

The Claim Contact is the person who will be responsible for completing the claims for
reimbursement. The same information is required for this position.

| will mention briefly here that there are boxes that you can check if the contact
information for any position is the same as the information you completed for the
Authorized Representative.

The fields for Program Contact are optional but if any field is completed then it will
require you to fill out all of the fields. These fields are useful when one person is
authorized to sign the agreement but they delegate most of the program
duties/correspondences/etc. to another individual.
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Sponsor Application — Contacts
(continued)

Food Service Director

T Food Service Director is the same as the Authorized Representative

34. Name: [ =

35. Date of Birth: [ | (mmvddtyyw)

36. Email Address: (53 [

37. Phone: [ Ext: Fai |
38. Cell/Alt Phone: —

39, Title: [

The last contact is the Food Service Director. The same fields will be required for this
position.



Sponsor Application —
General Questions

General Questions

40. Pricing method used by Program: =

41. Determining Official
This person processes applications and makes eligibility determinations.

Name/Title: |

42. Hearing Official
This person shall ensure that all required provisions of the appeal process are followed. The hearing official must
be someone not involved in making the determination under appeal or any previous conference.

Name/Title: |

* Hearing Official must be in a position higher than the Determining Official.

« If any of your sites charge a fee for any meal type and/or any age group
then you operate a pricing program (even if some sites , meals, and/or
ages are not charged for meals).

* #41 and #42 are only required for pricing programs.

After the contacts there will be some general questions about your pricing policies. If
your agency has any sites that charge a separate fee for any meal then you are a pricing
program. Questions #41 and #42 are only required if you are a pricing program. |
believe they have recently added notes about that to the website.
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Sponsor Application — Certifications

Certification

Federal regulations require an agency to certify information regarding past business participation and criminal
background. Please answer the following questions:

1. Has the agency or any of the agency's principals participated in any publicly funded C Yes C No

programs within the past seven years?
NOTE: Principal means any individual who holds a position within or is an
officer of the sponsor, including all members of the sponsors board of directors.

Publicly funded means money that is received from a local, state, or federal
governmental agency.

1f yes, as part of your management plan, submit a listing of the publicly funded programs
in which the sponsor and its principals have participated in the past seven years and
currently participate in.

2. Within the past seven years, has the sponsor or any principals been declared ineligibleto © Yes € No
participate in any other publicly funded programs for violating program requirements?

3. Has the sponsor or any of the sponsor’s principals been convicted of any activity that C Yes C No
occurred within the past seven years that indicated a lack of business integrity?

NOTE: A lack of business integrity includes fraud, antitrust violations, embezzlement,
theft, forgery, bribery, falsification or destruction of records, making false statements,
receiving stolen property, making false claims, and obstruction of justice.

If yes, as part of your management plan, attach a detailed explanation.

The last part of the sponsor application are the certification questions. All three of
these questions must be answered. Read them carefully and then answer yes or no. If
you answer yes to any of them then additional information must be submitted as part
of the application. A yes answer to #1 will generate a checklist item which we will talk
about later.



Sponsor Application — Certifications
(continued)

The sponser/local agency agrees to

© abide by federal regulations, state and federal instructions, guidance, policies, agreements and
amandmants to agraamants applicable to the Child and Adult Cars Food Program including the
CANS agreement and policy statement.

assume responsibility for all facilities included in this application,

comply with civil rights requirements (including use of the required nondiscrimination statement in
any materials and/or advertising done by the local agency which makes referance to the CACF®
and/or admissions).

© abide by the management plan submitted with the application unless amendments are submitted and
approved. The management plan will be submitted to Child and Adult Nutrition Services for approval
prior t implementation of any major changes.

follow the budget as spproved. Any major budget changes will be submiteed for approval prior to
implamentation.

submit & new policy statement to Child and Adult Nutrition Services for approval with a change
sccurs.

maintain appropriate racords to document compliance with Program requirements, approved
applications (including amendments). accounting records. and appropriate records on facility
eparations.

arrange ta have an audit conductad in accordance with the provisions of the fedaral Office of
Management Budget Circular A- 128 or A+ 133 if receiving $500,000 or more from al federal

.

.

On behalf of the Sponsor/Local Agency I harsby certify that:

© undar panalty of parjury that the information on thesa application forms is trus and correct. and 1 wil
e Child and Adult Nutrition Services office any changes that occur to

the geverning bedy i informad of, and assures accordance with, all terms and conditions of this
spplication, agreement, and amendments (where applicable).

neither the Spansor nor its principals/authorized representatives is presently debarred, suspended
proposed for debarment. declared ineligible. disqualified, or voluntanily excluded from participation in
this transaction by any Federal/State department or agency.

.

On behalf of the Spoasor/Local Agency I understand that

 the submission of false information to the state
Child ané Adult Cara Food Program.
this information is being given in connection with receipt of federal funds, The Child and Adule
Nutrition Services office may venify information; and the deliberate misreprazentation of information
will subject me to prosecution under applicable federal and state criminal statutes

r agency is required to repart to Child and Adult Nutrition Services any changes that we need to
make to this application, agreament, and all attachmants

jency is grounds for termination or denial from the

Finally, the certification statement must be checked. Read this and check the box.



Sponsor Application - Save

B concel

When you are finished (or believe you are finished) click on save at the bottom of the
page.
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Sponsor Application - Errors

Child and Adult Care Food Program

Appications > Applicetion Packet - Centers >

Child & Adult Care Food Program
Sponsor Application for 2014 - 2015

7050101 Status: Active
Hearts in Motion

The Application has been nv-@
is not in compliance with the Child and Adult Nutrition Services rules and

entered is either
regulations. All errors listed on the form must be correctad before the Application can be processed.
You may correct the errors now by clicking '< Edit’ or you may return to the Application later.

< Edit | Finish

Edit will take you back to application (with error messages)
Finish will save what you’ve done (for now). You will have to come back
later to finish.

If there were any errors, you will receive this notice.

If you wish to view the errors or correct them, click on edit now. Or, if you want to
come back to them later because you do not know the answers at this time (such as a
date of birth is missing, etc.) then you can click Finish. You will not be able to submit
your application though until this part has been completed without any errors.
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Sponsor Application — Error Messages

MODIFY
Child & Adult Care Food Program
Sponsor Application for 2014 - 2015

7050101 Status: Active
Hearts in Motion

[ Ervor Description

301008 Sponsor Description - If your organization operate the CACFP in another state, the name(s) of the state(s)
must be provided.

301010 Street Address - Street Address is required. Address Line 2 may be blank.
301020 Mailing Address - Mailing Address is required. Address Line 2 may be blank.
301050 h - Contact must be

301045  Executive Director/Owner - Contact information must be completed.
301044  Claim Contact - Contact information must be completed.

301043  Food Service Director - Contact information must be completed.
301113 Pricing method used by Program must be selected.

301301  Certification - Certification question 1 must be answered.

301302  Certification - Certification question 2 must be answered,

301304  Certification - Certification question 3 must be answered.

301300 & - The heckbox must be checked.

Version: Originsl

If you did click on edit to go back to view or modify the errors, you will get a summary
of errors at the top of the page. This will tell you what the errors are. The error
messages are not always extremely clear so feel free to contact our office if you are
having problems figuring out what the error is.

Sometimes, there will be what we call fatal errors. If there are any fatal errors in the
information you won’t even be able to get to the saved with errors screen.
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Sponsor Application — Fatal Errors

= | muBIrY

Child & Adult Care Food Program
Sponsor Application for 2014 - 2015

FEIN Type of Sponsor Type of CACFP - Centers Organization
12-3245659 For Profit Organization Sponsor of Affiliated Sites

Ara all of your organization's CACFP participating sites locatad in tha sama building? € ves & Mo
2. Does your
Name of State(s): =

sperate the CACFP in any other state(s)? € Yer & No

Addresses

Street Address

3. Address Line 1 810 Governors Drive

Address Line 2
4. City: Pierre
. . % @ :
6. County Hughes (32) =

Fatal Errors will not allow you to exit the application. When you click on save, they
will show up immediately requiring you to correct before it will save or exit.

Fatal errors will keep the application part open and will tell you what is missing. Fatal
errors are tied to errors such as a zip code or phone number that does not have the
correct number of digits or includes letters. Another example would be an email
address that does not follow rules for an email ---@---.---.

You will need to go in and correct these items before you log out or the information
you entered will not be saved.
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Application Saved — No Errors

Child and Adult Care Food Program S oo

Child & Adult Care Food Program
Sponsor Application for 2014 - 2015

7050101  Status: Active
Hearts in Motion

810 Govemaes Drive
Pierre, SD 57501

The Application has been saved.

< Edit | Finish

Once all of the information has passed all of the edit checks, you will get a message
that the application has been saved. Click on finish to go to the next step.
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Board of Directors/Principals

Sppications > Appication Packet - Centers >

Application Packet
Sponsor of Affiliated Sites

Latest
Action Form Name Version  Status

ew | Modify ' Sponsor Application

Vie Original  Not Submitted
( Add ) ™ Board of Directors/Principals

Add # Sponsor Budget Detail
® Checklist (8)

Application Packst Notes for Sponsor

Approved Pending

Return for Denied Withdrawn/ Total
Correction Closed Erros Applications
Site Application(s o 2 o o o o 2
<Baek | [ ik paeEe |

You will now notice that there is a green arrow next to Sponsor application and the
words not submitted are listed next to the sponsor application.

Next we will complete the board of directors/principals information. Click on the word
Add next to that line item.
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Add Board Member/Principals

Program Year: 201¢ - 2015

MODIFY

Center Board of Directors/Principals
Member List for 2014 - 2015

Version: Original

Action Name Board Position Phone
Board of Director Members have not been entered.

Certification

r~ Teo

Crested By: mhating on: $/26/2014 5:05:36 oM
<Back | tifiEat |
MODIFY
\

* Every agency must complete the information for the Executive Director (or
equivalent — Superintendent, Dean, Tribal President, etc.)
* All private, non-profits must complete the information for the Board President.

The board of directors screen will appear. When | took this screen shot the certification
statement had not yet been added. The certification statement has since been added
so you will need to scroll down to find this red Add Member button.

Additionally, there should be some instructions added to the top to explain who needs
to be included on this list.

At a minimum, you must complete this section for the institution’s Executive Director or
equivalent.

* Tribal President for Tribal organizations

* Superintendent for Schools

* Mayor — for city owned centers

* Owners — for any for-profit organizations.

Additionally, if you are a private non profit, (501(c)3) then you must also complete this
information for the board president.

To add a new member click on the Add Member button.
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Add Board Member/Principal

£ | MODIFY
Center Board of Directors/Principals - Member Information

7050101 Status: Active

Hearts in Motion

810 Governors Drive
Pierre, SD 57501

Board Member Information
1. Board Member Type: |
2. Length of Time on

Board:

3. Name: [ =T I
4. Date of Birth: [ tmeeim

5. Email Address: 53 [

6. Phone: Ext: Fax:

7. Occupation: [

8. Current Employer: |
Current Employer Address
5. Address 1: [
10. Address 2: [
1. Citys [
12. State: o zee [

Highlighted items are required.
Date of birth must show individual is 18 or older.

You will get to the following screen. The information highlighted in yellow is required
information before you will be able to submit the application. Also, the date of birth
will require that the individual be 18 years of age or older.
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Add Board Member/Principal

Home Address
13. Address 1:

14. Address 2:

[
[
[
16. State: ,SD_ Zip:

15. City:
17. Is this member related to other board members or staff of  Yes C No

this organization?

If Yes, please specify Name and Position held: * [

You must submit documentation that confirms your organization's governing body is aware of the organization's
r and d with participation in the CACFP.

Created By: mhalling on: 9/29/2014 1:25:36 PM

Cancel

« | MODIFY

The last part of the add board member screen does require a home address. A home
address is required by the Feds. You will be able to save this if you don’t have the home
address but you won't be able to submit it until it is error free.

You will also nee do answer the question asking about family relationships with other
board members/principals. If the answer is yes then the text box must be completed.
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Board Member/Principal Errors

Child and Adult Care Food Program

Applications | Claims | | Security | Search

| Year | Help | LogOut
Applications > Application Packet - Centers >

Center Board of Directors/Princip ber Infor
7050101 Status: Active
Hearts in Motion
810 Governors Drive
Pierre, SD 57501
The board member has been saved with errors.
Information entered is either or is not in with the Child and Adult Nutrition Services rules and

regulations. All errors listed on the form must be corrected before the board member can be processed.
You may correct the errors now by clicking '< Edit’ or you may return to the board member later.

< Edit | Finish I

Again, the system will run edit checks and tell you if it was saved or save with errors.
The fatal errors will also run again and not allow you to leave page until you have
corrected those errors.
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Board Member - Saved

Child and Adult Care Food Program

Applications | Claims |

| Security | Search | vear | Help | LogoOut

Applications > Application Packet - Centers >

Center Board of Directors/Principals - Member Information

7050101 Status: Active
Hearts in Motion

810 Governors Drive
Pierre, SD 57501

The board member has been saved.

< Edit | Finish

This message will appear when the board information has been saved without errors.
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Board Member — Add or Save

* Mark Certification Box
before Save Certification
appears.

* Certification Box enabled
after one board
member/principal.

For additional board members, go back down and click the Add Member button again.
Once all required board members/principals have been entered, you will need to click
on the certification box (after you read the certification) and then the certification box
will be enabled so you can save the certification and exit this part of the application.
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Add Budget

Child and Adult Care Food Program

Year

Sppiaations > Appicatior Fackat - Cantena >

Application Packet
Sponsor of Affiliated Sites

Click on "Add
up the Budge
You must com
Budg
Application yea

. Tots!
Correction Closed. Error__ Applicstions
2

°
»
°
°
°

You will now see that the board of directors/principals is ready which is indicated by a
green checkmark. The red arrow is normally an indicator that there is a problem. The
one exception to this is that the red arrow will appear at the site level even it the site
application has been approved without errors.

Phyllis takes over...

Click on “Add” to bring up the Budget Section. You must complete the budget section
each application year.
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Budget

Budget Vorsion: Onginal
SpenserCamplate O STATE USE ONLY
This Colurmn Apgeoved
AL ANTICIDATED ANNUAL CACED KEIMBURSEMENT
sorship
: ¢
7
/ B. ANTICIPATED OPERATING EXPENSES
wotes
Click on "Worksheet" to bring
up the Anticipated
<000
Reimbusrement Worksheet s 4 S0
2 o 300
2 Salanss
3.1 Feod Service Personnel Include Fringe Benefits s
32 Adewmztrater-lacluce Frage Benches 3
33 Clerical and Acceunting- Inclede Fringe Barelis o $0.00
4 Office Costs
41 rinung (forms, handbosks, monuz, mesl count ferms s 5080
rensleners. otc
42 Postege (stamps. menthly 3oatege meter cherges, s #0009
cortifed mail charges. ete)
€3 elophons [sarvice, mecsags sarvica. long dstanca, tel ¢
wber, e
44 Sus m with usit valve of under 5500 or bie s
o cerlea)
P Cacks thare of rent for ofica ¢
nd claaring contraces)
46 Ex (any item with 3 value ¢f $500 or greater) s
L4 s

Click on “ worksheet” to bring up the Anticipated Reimbursement Worksheet.



The total meals v
automati

The Reimbursement will
autor ulate.

This is the same procedure process which was completed in the past.

Enter the ADP — average daily population. For example you have 20 children and you
anticipate that you will have 19 there all of the time. You would enter 19.

Enter the Days in operation. If you are open 265 days a year, you would enter 265.
The total Meals will calculate automatically
The rate is preset and will automatically calculate the reimbursement.

Enter the information into all areas that you serve, Breakfast, Lunch, Snack, Supper. If
you do not serve one of the areas. Leave a zero.

The Total at the bottom will automatically calculate.



automatically
the Reimburse
Worksheet total

Enter the anticipated food
FOR STATE Ust ONLY
Asprored

er than the Projected
Total Annual Revenue,
you are not required to
complete any other
expense information

If the anticipated food
NOT equal to

total is equal to or greater
than the Total Annual
Revenue

The Projected Total Annual Revenue will automatically be brought forward from the
Reimbursement Worksheet.

In Section B. 1. Enter the anticipated food costs for your CACFP Program. If the food
costs expenses are equal to or greater than the Projected Total Revenue you may stop
here.

If the anticipated food costs are less than the anticipated revenue continue to items 2
thru 4 until the total expenses indicated are equal to or greater than Projected Total
Revenue.

If you have any contract expenses, you must attach a copy of the current signed, dated

contract. The attachment is located directly below the certification section which we
will address later.
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the expenses are equal to or
greater than the Projected Total
/Annual Revenue

This is a continuation of the budget
information to be completed until u ge

1. Difference (A-B)

5. Utilities (only those or the portion of thase charged to the F $0.00
CACFP)
6.  Equipment for Food Service
6.1 Repair d $0.00
6.2 Replacement or Additions d $0.00
7. Contractual Services™*
7.1 Maintenance i $0.00
7.2 Trash Pick-up f $0.00
7.3 Exterminating d $0.00
8 Travel*
B.1 Mileage / Per Diem for Training Workshops, Monitoring, ¢ $0.00
etc.
8.2 Training Workshop Costs (** if only a portion of the I $0.00
workshop covers the CACFP)
8.3 Motel/Food involved with Training, Monitoring, etc. d $0.00
9. Other [ | $0.00
Total Anticipated Operating Costs $0.00 $0.00
C. NET OPERATING AMOUNT
$0.00 $0.00

This slide is a continuation of the budget.
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Budget

D. ADMINISTRATIVE EXPENSES

1. Total Labor Costs (Salaries, Wages, Taxes and Berefits) P $0.00
2. Facilties and Space P $0.00
3. Suoplies and Equoment I $0.00
4. Purchased Services P $0.00
5. Financial Costs ! $0.00
6. Media Cests P $0.00
7. Contracting Organization Cost Y — $0.00 T":‘ two ‘-‘-‘n‘
8 Unafilisted Faclity Cost P — $0.00 "‘;‘“‘: e
9. Other [ of $0.00
Total Administrative Costs $0.00 $0,
E. SUMMARY

1

Total Expences (Oparating and Adminictrative) $0.00 $0.00
2. Total Antciated Annual CACFP Reimbursemert P « $0.00
3 Total Other Income B $0.00
Explanation of Source of Other Income

4. Total Income (€2 + E3) $0.00 $0.00

If Total Other Income Is greater than zero, you must|

Section E. Summary will automatically calculate. If the Total Anticipated Annual
Reimbursement is LESS than the Total Anticipated Annual CACFP Reimbursement, item
3 Total Other Income will be greater than zero. If item 3 is greater than zero, you must
complete the Explanation of Source of Other Income. In other words indicate the
source of income that will be used to pay for the excess expenditures indicated in #3.

46



Budget

F. TOTAL ADMINISTRATIVE EXPENSES

s0ring orgenizatons’ administrative costs charged to CACT? to 15% of mesl

$0.00 1500 %

After you have
completed the
Budget Section, read
the certification

statement and check
the box

Document Attachments

Spencore must account for
Atach 3 detailed budget e

As indicated previously if
yOu are requirec dd
an attachment, click on
the add an attachment
and upload the file

CLICK SAVE to save the
Budget Information

When you have completed the previous Budget items, read the Certification statement
and check the box.

In the Document Attachments, click on the add an attachment for any support
documentation that is required. I.E. contracts



Budget Errors

The Budget section is not currently completing
the correct edit checks.

Errors are not populating as they most likely
will be.

No sample snips can be shown at this time.

If not working, Phyllis will contact agency with
guestions on this section.
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Site Application
(skip checklist — for now)

Child and Adult Care Food Program

| Help | LogOut

Skip checklist
items for now.

Applications > Application Packet - Canters > Program Year: 2014 - 2015

Application Packet

Only the Sponsor of Affiliated Sites
7050101 Status: Active Packet Submitted Date:
Hearts in Motion Packs Date:
sponsor level Hearts in Mo tion Packat Ongraal eprovel bater
.t h Pierre, SD 57501 Packet Status:Not Submitted
Items have
populated. S
Action Form Name Version Status
+ Sponsor Application Origina Not Submitted
i  Board of Directors/Principals Original  Pending
w
v Sponsor Budget Detail Original Pending Approval
opulate at the
p p ™ Checklist (7)
site level. view Application Packet Notes for Sponsor
Approved Pending Return for Denied Withdrawn/ Total
Correction Closed Ervor
0 2 o 0 1] 0 2
< Back

So, the next logical step would appear to be the checklist items. However, this list is
currently only populating the sponsor level checklist items. It is better use of your time
to come back to this later when all of the checklist items will have been populated.
Note that there are currently 7 items. That number will be larger after completing the
site application.

So, next we will go down and click on site applications.



Site List

Child and Adult Care Food Program /' § ... ...

| togOut

| Security | Search

Applications | Claims |

Applications > Application Packet - Canters > Packet Canter List - CACFP > Program Year: 2014 - 2015

Child & Adult Care Food Program
Application Packet - Site List for 2014 - 2015
7050101  Status: Active
Hearts in Motion
810 Governors Orive
Pierre, SD 57501

Latest

Action~~ Site # Site Name Type Version Stmtos
= Pending
= 0001 HIM 1 cc Rev. 1\ idation
= 0002 HIM 2 AC  Rev.1 \londng
Total Sites Enrolled: 2

J

Only the State office can add a new site. If you need to
add a new site, contact the CANS office.

Clicking on that link will take you to a list of your sites. If you do not see a site, click on
add site. That should populate a list of sites that have been approved within the past
two years. If you do not see any sites there or do not see a site that you need to have
this year, contact me and | will see if that is something | can do for you. At this point it
has not been decided if | will have access to the add site option. If | cannot do this for
you | can tell you who to contact.

Once you see the site you want to go into, you will click on modify. First, though you
should notice that the words say pending validation. You will need to validate the site
information every year. In future years most of the information will pre-populate. As
noted before, some of the information that is collected here was not available in our
prior electronic databases so we could not prepopulate the information for you this
year.
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Site Application

Child and Adult Care Food Program ﬂ,

Applications | Claims_| | security | Search

Help | Log Out

Applications > Application Packet - Centars > Packet Canter List - CACFP > Program Year: 2014 - 2015

MODIFY

Child 8 Adult Care Sood.
Site Application for 2014 - 2015

7050101 Status: Active 0001  Status: Active
Hearts in Motion HIM 1
81,

License / Registration Information

Al. Site Type:
Adult Care Center [~
Child Care Center
Child Care ¥ Outside School Hours ™ Emergency Shelter [
Head Start [~ At-Risk Afterschool Care Center [

A2. Tax Status: For Profit =
If Other, please explain: |
A3. License Number: 111,222,333

A4. License Effective Date:  [67/15/2010 | &
License Expiration Date: — &
License Capacity: 49

&

A

3

Again, some information may pre-populate this year. Most information will
pre-populate in future years.

Clicking on modify will take you into the site application with any information that has
been prepopulated.

Now that the header is complete — | do want to draw your attention to one thing that |
have not previously mentioned and that is the header bar. This header bar will nearly
always be at the top of the page to show you the name of the agency (on the left). If
you are within one of the site applications then the name of the site will be on the right
side.

First you will mark the type of site that this is....child care, head start, outside school
hours, emergency shelter, etc. Note, the site can be marked for multiple types.

If you mark that you are an at-risk site then you will need to enter the name of the
eligible school district. If you don’t know this you can contact me and | can give you
that information.

Then you will need to answer most of the questions on this part. If your license does
not expire then you won’t need to add anything in that field. If you do not have a
license (Head Start for example) then you will not be required to complete that field.
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Site Application

A7. Age Range of Participants Meals will be From: |0 '] Yrs 1 ]' Mos To: 112 :|' yrs 10 =i Mos

Claimed For:

A8. Will you be claiming meals for infants under 12 months old? @ Yes C No

AS. Provide brand of formula [smiles

Street Address

A10. Address Line 1: [210 Governors Drive

Address Line 2: [

A11. City: [Pierre
A12. State: [so  zip: [s7s0r
A13. County: [Hughes 320 =]
Mailing Address

T3 e deidrone s i o 2 Wi Rereat Kdicaca
A14. Address Line 1: [e10 Governors Drive

Address Line 2: [

A1S. City: [Pierre
A16. State: sD zip:  [s7s01
Directions

A17. If no street number, enter driving directions to your site from the
nearest highway.

Cantar Tnfarmatinn

The system will then ask questions about the ages of participants in care and the
location of the site. Again, most of these fields are required. If there is not a specific
site address, put in something on Address Line 1 and then give specific directions to the
site in the text box below. Address Line 2 is not a required field.
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Site Application

Center Information

A18. Affiliation: @ Affiliated € Unaffiliated

Affiliated means the sites are part of the Sponsor organization.
Unaffiliated means the sites are not part of the Sponsor organization.

A19. Unaffiliated site will make meal counts and menu records available to the Sponsor by the following date

of each month:

A20. Has this site previously participated in the CACFP under a different sponsoring C Yes @ No
or or as an independent center?

1f yes, provide previous Sponsor's name or Independent Center's name, FEIN, and participating dates:

l |

Center Contact - Person in charge of this center on a daily basis

Salutation First Name Last Name

B1. Name: [ = Pacey [Pearson
B2. Email Address: 53 |
B3. Facility Phone: [(605) 224-0011 Ext: [ Fax: |

B4. Cell/Alt Phone:

BS. Title: [owner/Director

The application will then ask more questions about affiliation with the sponsor. Most of
the time this will be affiliate (in other words, owned by the sponsor). | always forget
about the question in the middle of the text boxes. You are required to answer that
guestion about being sponsored by another agency previously. Most of the time that

will be no.

Then, you will need to complete the center contact information for the person on site
that is responsible for the CACFP. The name, phone, and title are required fields for this

part.
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Site Application

Schedule

C1. A. Months of Operation Al: I~ Jan: @ Feb: ¥ Mar: ' Apr: ¥ May: ' dun: @
(Check all that apply)
w: ¥ Aug: ¥ sep: M oct: ' Nov: W pec: ¥

B. Days of Operation Mon-Fri: [~
(Check all that apply)
Mon: ¥ Tue: ¥ wed: ¥ Thu: ¥ Fi: M sat: T sun: [T

Regular Schedule

C2. Normal Hours of Center Time Open: |5 AM ’l 45 'l Time Close: |6 PM 'l :15 'l

Operations:
C3. Standard Meals Schedule

Typical Shift Second Shift (Optional)

Meals Start Time End Time Start Time End Time

¥ Breakfast [eam =00 =] [7am  =l[:00 =] [7am =[:00 =] [eam  =][:00 =]
P AM Snack [oam ™ =l[:00=] [oam  =[:30=] | =ltoo=] | =[:00=]
¥ Lunch [11am =30 =] [1em =lf:00 =] | =l[:00 =] | =l[:00 =]
' PM Snack [3pm  =l[:oo=] [3pm =l[:30=] [¢pm =l[:00 =] [apm  =[:15 =]
I Supper [ Ell:00H [ Elf:00= [ Ell:00= [ El[:0075
I™ Evening Snack | Elf:005 | Eif:00= | Elf:00=] | Eif:00 =

Additional Sponsor notes related to Standard Meal Service:

Second snack is for school age children.

[Two shifts for breakfast - some children arriving early without eating breakfast. ﬂ

The next part will ask you about your schedule — months of operation, days of
operation, and meal service times. Please be aware that the system was supposed to
default everyone to Monday through Friday meals. However, that is not currently
working correctly and it appears to be marking every day. So you will want to check
that closely and uncheck the Saturday and Sunday if your site is not open on those days
of the week. We are working to get them to correct that but if it doesn’t get corrected,
just be aware to watch for it.
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Site Application

C4. At-Risk Meals
Typical Shift Second Shift (Optional)
Meals Start Time End Time Start Time End Time
I Breakfast [ Ell:co = [ El:oo=] | Ef:co = [ E[:00 5]
[T AM Snack =l = Ell:00E = | | El[:o0 =
™ wnch [ Elf:00= | Ell:o0 5] | Elf:00= | El[:00/=
I PM Snack [ El-oo = [ Ell:oo = | El-oo = [ El[:00 5
I Supper | Elf0o = | Ell:co =] | Ef:co= | El[:c0 =
™ Evening Snack [ = = = | = = | = = | =
Additional Sponsor notes related to At-Risk Meal Service:
8

Weekend Schedule

CS. Weekend Hours of Time Open: I—;"T;I Time Close: j‘ ’T;‘
Operations:
Additional Sponsor notes related to Weekend Service:
| 3

These cells will be greyed out (cannot do anything) unless it is an at-risk site (C.4)
or a weekend day is marked (C.5)

If you had marked that this site is an at-risk after school site then you will be required
to fill in these questions also...specifically for the meals served to the school aged
children. If the site is not marked as an at-risk site you won’t be able to do anything
with these boxes.

Additionally, if the site is open on weekends you will need to answer the question
about weekend hours. If you don’t have Saturday or Sunday marked then these cells
will be greyed out.
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Food Service

Site Application

C6. How are meals prepared?

<

Prepared on site

[T Prepared at Central Facility and Delivered
[T Contracted with a School
™ Purchased from a food service vendor
™ other
If Other, please explain: |
C7. How are meals served? ' Unitized (Restaurant Style)
¥ Family Style
' other
If Other, please explain: Iolder children walk through serving line, count taken at end of line
& t = E =
c (]

The greyed out boxes only “appear” if Contracted with a School or Purchased from
a Food Service Vendor is marked.

The next questions will ask about the meal service. How are meals prepared and how
are they served. If you have any type of contract then the questions about contracts
will “appear” and you will be required to fill out those items.



Site Application

Adult Care Centers Only
C12.1f used, which meal types does offer vs. serve [ Breakfast [ Lunch [~ Supper [ NotUsed
apply?
Participants
D1i. Number of enrolled participants in each income eligibility A. Free Category: 7
category: i
B. Reduced-Price Category: 3
C. Paid Category: 54
D. Total Enrolled: 64
Certification

The Adult Care Centers question will only appear if the site is marked as an adult care
center at the top.

The next section will only appear if you marked adult day care center. This question
needs to be answered for adult day care centers.

The participants section needs to be filled out by every agency. If the site is approved
for all-free or choses to claim as all paid or if there is ever a time when there are no
children in one group, make sure to record “0” in the field of that will show up as an
error.
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Site Application

Certification

¥ The sponsor/local agency agrees to:

provide meals that meet the meal pattern requirements set forth at 7 Code of Federal
Regulations (CFR) 226.20.

claim reimbursement only for eligible meals.

e comply with civil rights requirements (including use of the required nondiscrimination statement
in any materials and/or advertising done by the local agency which makes reference to the
CACFP and/or admissions).

maintain appropriate records to document compliance with Program requirements.

comply with all state and federal laws and regulations governing the Child Nutrition Programs
administered by the State.

On behalf of the Sponsor/Local Agency I hereby certify that under penalty of perjury that the
information on these application forms is true and correct, and I will immediately report to the State any
changes that occur to the information submitted.

1 understand that this information is being given in connection with receipt of federal funds. The State
may verify information; and the deliberate misrepresentation of information will subject me to
prosecution under applicable federal and state criminal statutes.

Created By: mhalling on: 9/26/2014 2:45:04 PM  Modified By: mhalling on: 9/26/2014 2:45:04 PM

Cone

1EW | MODIFY

Finally, you will click on the certification box and hit Save.

You can always save before you are done. Just know that the errors will be there and
need to be corrected before you submit it for approval.
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Site Input Errors

7050101 Status: Active 0001 Status: Active
Hearts in Motion HIM 1

810 Governors Drive 810 Governors Drive
Pierre, SD 57501 Pierre, SD 57501

G| The zip code entered is not a valid zip code. Please re-enter.

Version: Rev. 1

Street Address

A10. Address Line 1: [810 Governors Drive

Address Line 2: |

All. City: [pierre
Sl State: SD
A13. County: Hughes (32) -

Again, if there are any input errors it will not allow you to save until those errors are
corrected. Input errors are fatal errors and you cannot proceed until they are corrected.



Site Saved with Errors

Child and Adult Care Food Program

Applications | Claims |

| security | Search

| vear | Help | LogOut

Applications > Application Packet - Centers > Packst Center List - CACFP > Program Year: 2014 - 2015

Child & Adult Care Food Program
Site Application for 2014 - 2015

7050101  Status: Active 0001  Status: Active
Hearts in Motion HIM 1

810 Governors Drive 810 Governors Drive
Pierre, SD 57501 Pierre, SD 57501

The Site Application has been saved with errors.

Information entered is either ir or is not in compl e with the Child and Adult Nutrition Services rules and
regulations. All errors listed on the form must be corrected before the Site Application can be processed.
You may correct the errors now by clicking '< Edit’ or you may return to the Site Application later.

< Edit | Finish

Then, the edit checks will run and you will be notified if there are any errors. Again,
click on edit (or come back later and modify) to correct those errors.



7050101 Status: Active

Hearts in Motion
810 Governors Drive
Pierre, SD 57501

Code Error Description

303000 License / Registration Information - At least one Site Type must be checke

Site Application - Errors

0001 Status: Active

810 Governors Drive
Pierre, SD 57501

License / Registration Information

Version: Rev. 1

Al. Site Type:
Adult Care Center ™
Child Care Center

Child care ™ Outside School Hours Emergency Shelter [~

Head Start [~ At-Risk Afterschool Care Center ™

This is an example of a site level error.
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Site Application — Not Submitted

Child and Adult Care Food Program

Applications | Claims |

| Security | Search

| Year | Help | LogOut

Applications > Application Packet - Centers > Packet Center List - CACFP > Program Year: 2014 - 2015

Child & Adult Care Food Program
Application Packet - Site List for 2014 - 2015
7050101 Status: Active
Hearts in Motion

810 Governors Drive
Pierre, SD 57501

Latest

Action Site # Site Name Type Venionm

iew | Modif _ Not
View | Modify = 0001 HIM 1 cc Rev Submitted
Not
Submitted

= 0002 HIM 2 AC Rev

Total Sites Enrolled: 2

< Back

Once the site is saved without any errors, the words Not Submitted will appear in the
status column. Notice that the red arrow is still there. That is how it is supposed to be (I
asked).

You would follow that same process for each of the sites that will be operating this
year.



Site Not Listed?

Child and Adult Care Food Program

Applications | Claims |

| Security | Search | Year | Help | LogOut

Applications > Application Packet - Centers > Packet Center List - CACFP > Program Year: 2014 - 2015

Child & Adult Care Food Program
Application Packet - Site List for 2014 - 2015

7050101 Status: Active
Hearts in Motion

810 Governors Drive
Pierre, SD 57501

Latest
Action Site # Site Name Type Version Status
todify G Pending
View | Modify = 0001 HIM 1 cc Rev.1 /. lidation
View | Modify = 0002 HIM 2 AC  Rev.1 Fending

Validation
E arvrrr—

Total Sites Enrolled: 2

\ J

Again, if any site is not listed, click on add site. That will bring up a list of possible sites
that you can add.



Site Not Listed?

Child and Adult Care Food Program

| Security | Search

| vear | Help | LogoOut

Applications | Claims |

Applications > Application Packet - Centers > Packet Center List - CACFP >

Available Site(s)

7050101 Status: Active
Hearts in Motion

810 Governors Drive
Pierre, SD 57501

Site Site Status
No Sites for this Sponsor.
c; dd New ‘Swl;' >
< Back
\ J

* List of potential sites would populate
(on CACFP in last two years)
* Only the State office can add a new site.
* If you need to add a new site, contact the CANS

office.

If you don’t see the list then we will have to add the new site at the state level. Contact
me to get a new site added. If | cannot do it | will tell you who can do it.



Checklist Items

Child and Adult Care Food Program

Applications | Claims | | Security | Search

| vear | Help | LogOut

Applications > Application Packet - Canters > Program Year: 2014 - 2015

Application Packet
Sponsor of Affiliated Sites

7050101  Status: Active Packet Submitted Date:
Hearts in Motion Packet Approved Date:
810 Governors Drive Packet Original Approval Date:
Pierre, SD 57501 Packet Status:Not Submitted
Latest
Form Name Version _ Status

v Sponsor Application Original  Not Submitted

v Board of Directors/Principals Original Pending

v Sponsor Budget Detail Original  Pending Approval

" Checklist (11)

Application Packet Notes for Sponsor

Approved Pending Return for Denied  Withdrawn/ Total
Correction Closed Error i
cation(s) 0 2 0 0 0 0 2
< Back Submit for Approva Withdraw Packet

Now that the sites have been added you can go back up to the checklist items. You will
see now there are 11 items. Click on Details.



Sponsor Level Checklist Items

Child and Adult Care Food Program

Applications | Claims |

| security | Search

| vear | Help | LogOut

Applications > Application Packet - Centers > Checklist > Program Year: 2014 - 2015

CACFP Checklist Summary

7050101 Status: Active
Hearts in Motion

810 Governors Drive
Pierre, SD 57501

Total Items i Items Approved Items
Hearts in Motion 7 0 0
Child & Adult Care Food Program Sites Total Items bmitted Items Approved Items
HIM 1 2 0 0
HIM 2 2 0 0

< Back

You will notice they are separated by sponsor level and site level. Each site will have
separate checklist items.

First we will talk about the Sponsor Checklist Items. Click on the sponsor name
(highlighted in yellow here).



Sponsor Level Checklist Items

A~ | MODIFY
CACFP Checklist .
7050101 Status: Active ChECkhSt
Hearts in Motion H H
£10 Covernors Grive items are still
Pierre, SD 57501 .
not populating
Required Document  Date Document A
Forms/Documents Submitted Submitted  on File Status Last correctly
to d to CANS to CANS to CANS w/CANS Status Date Updated By
Pa 2 1] r [ | :::f:‘val 09/25/2014  melissahalling If vou
escriptione billing and Pending ) Yy
paymgstCallection 1] r | = Approval  09/25/2014  melissahaliing question
Plan - Sponsors  —— Pending :
E 1] r T oniows  0%/25/2014  melissahalling something
Fiscal policies and procedures r m  fedm 09/25/2014  melissahallin
= > 0 Approval g that you are
s - Pending
T [ | 09/25/2014  melissahalling
g L] asked to
r [ encing 09/25/2014  melissahalling
Approval
(1] r [ Pendieg 09/25/2014  melissahalling attached,
Approve, contact the
Action Checklist Item Comment Attachment Date/Time CANS office.
There are no attachments
canc

Please note that this is just a sample for this agency. The checklist items are still being
worked out. | have crossed out the ones that were there and should not have been
there. Also, some of the wording was not accurate. However, this gives you an idea of
what it will look like.



Sponsor Level Checklist Items

MODIFY
CACFP Checklist
7050101 Status: Active
Hearts in Motion
810 Governors Drive
Pierre, SD 57501
Required Do Document
Forms/Documents Submitted Submitted on File Status Last
to send to CANS to CANS to CANS w/CANS Status Date Updated By
(I Pack) U] r T i, 09/25/2014  melissahaling
Description of billing and
payment collection 0 r [ ;:’;f’o'lil 09/25/2014  melissahalling
procedures
SISO FEn. = Roneces lg r [ ZZ:‘::V%I 09/25/2014  melissahalling
Fiscal policies and procedures [f) ] [ | i:’;f’o’:fa, 09/25/2014  melissahalling
[} r E Rondindy  09/25/2014  melissahalling
U] r " :::f;’:“al 09/25/2014  melissahalling
""" 0 ] [ i;:f‘o’yal 09/25/2014  melissahalling
fﬂinn Checklist Item Comment Attachment Date/Time
( 3 There are no attachments
\/\ Cancel

J

Complete steps 4 and 5 after you have uploaded any documents that you wish to upload.

So, first off, an item in blue print indicates that you can click on it for the prototype
form. If it is not in blue then it is not something you can get from us (such as a license, a
nonprofit status letter, etc.)

Secondly, if you see a paperclip next to the item then it is something that you can
upload into the system. If you do not see a paperclip, contact us. It is likely an error in
the system. We want you to be able to upload the documents. Once an item has been
uploaded into the system it will show up at the bottom (see #3) of the screen. You can
go in and edit from there if needed.

Then you will need to put a check in the box in the submitted to CANS column and then
the date you submitted it. The date will automatically populate as today’s date. You can
change that if you had submitted something previously or will do later. Note — do not
mark these boxes (see 4 and 5 on the screen) until you are done attaching the checklist
items (if you are attaching any). You can still mail, fax, or email these items. We just
cannot approve them until they are in our office.
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Attaching Checklist Items
(sponsor or site level)

Required Document Date Document
Forms/Documents Submitted Submitted on File Status Last
to send to CANS /~ “to CANS to CANS w/CANS Status Date Updated By

Pending
@ ] = Approval 09/25/2014 mhalling

| vesr | Heip | LogOut

e s
Checklist File Upload Detail

Checklist

— T ——

Checklist Item: Free an d Reduced Meal Packet for Centers
Upload Detail ‘
T =)
2. Comment: 2, ’ |

@.&mﬂ
ST

So, just a little more about uploading documents. When you click on the paperclip next
to the item that you want to upload a box will show up. You will click on “browse” (see
1 on the screen). Find the document that you want to attach and then click on that. It
will now show up on the screen in that grey box. You can add comments about the
attachment if needed. Then click save.



S L | Checklist Items
movirs
CACFP Checklist
7050101 Status: Active
Hearts in Motion
810 Governors Drive
Pierre, SD 57501
Required Docufhent Date Document
Forms/ on File Status Last
to send to CANS to CANS ___to CANS w/CANS __ Status Date Updated By
o - (] 7 05/27/2014 (] :::‘:(‘,’L“al 09/25/2014  melissahalling
Description of billing and
payment collection U] ~ 09/27/2014 [ :“‘3:‘"&' 09/25/2014  melissahalling
proce: es Pprov:
Mana t Plan - Sponsors Pend
" A G 72 09/27/2014 [ ] A::r’n':fal 09/25/2014  melissahalling
Fiscal policies and procedures |} F 09/27/2014 [ Z;:fg‘vgl 09/25/2014  melissahalling
- = pend
(] 2 09/27/2014 = Appcornl 09/25/2014  melissahalling
[
(1] 7 05/27/2014 [ A::‘f;’xl 09/25/2014  melissahalling
= Pendin
(] 2 09/27/2014 [ Approwsl | 09/25/2014  melissahaliing
Checklist Item Comment Attachment Date/Time
Free and Reduced Meal Packet for Centers 9/27/2014 11:02:02 AM
Cancel

That item now appears at the bottom. | did not add any comments but those would
show up hear in the comments column.

Again, after attaching all of the items you will need to complete the submitted to CANS
and date columns for all checklist items. This is the last thing you do before exiting this
page by clicking save.
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Sponsor Level Checklist Items

Child and Adult Care Food Program

| Security | Search

Year | Help | LogoOut

Applications | Claims |

Applications > Application Packet - Centers > Program Year: 2014 - 2015

CACFP Checklist

7050101 Status: Active
Hearts in Motion

810 Governors Drive
Pierre, SD 57501

The Checklist has been saved.

< Edit | Finish

There will not be an error message given if all checklist items are not attached (or
submitted). However, you will not be able to submit the application for approval if
they are not all attached.

You will not get error messages if some checklist items are not attached. However, you
will not be able to submit the application for approval until they are either attached or
you have told us they were submitted to CANS and the date they were submitted. You
can come back to them if they are not all ready to be submitted yet.
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Site Level Checklist Items

Child and Adult Care Food Program

| Security | Search

| Year | Help | Logout

Applications | Claims |

Applications > Application Packet - Centers > Checklist > Program Year: 2014 - 2015

CACFP Checklist Summary

7050101 Status: Active
Hearts in Motion

810 Governors Drive
Pierre, SD 57501

Total Items bmitted Items Approved Items
Hearts in Motion 7 0 ]
Child & Adult Care Food Program Sites Total Items itted Items Approved Items
HIM 1 2 0 0
HIM 2 2 0 0
< Back
¥ J

The site level attachments work in the same exact manner. Make sure to go into each
site as the lists will be generated at the site level.
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Site Level Checklist [tems

Child and Adult Care Food Program

Applications | Claims |

| Security | Search

| vear | mlp] Log Out

Applications > Application Packet - Centers > Chacklist > Program Year: 2014 - 2015

VIEW | MODIFY
CACFP Checklist

7050101  Status: Active 0001  Status: Active

Hearts in Motion HIM 1

810 Governors Drive 810 Governors Drive

Pierre, SD 57501 Pierre, SD 57501

Required Document Date Document

Forms/Documents Submitted Submitted on File Status Last

to send to CANS to CANS to CANS w/CANS Status Date Updated By

Civil Rights Data Collection | i) r r ::’;f‘n’:i, 09/27/2014  mhalling
Title XIX, Title XX or

Free/Reduced Price Meal o [ :em:mgl 09/27/2014  mhalling
Beneficiaries Documentation pproval

Action Checklist Item Comment Attachment Date/Time
There are no attachments

Concel

Here are some sample site level checklist items. These populate based on the questions
that you answered on the site application.



Site Level Checklist Items

Child and Adult Care Food Program

Applications | Claims |

| Security | Search | vear | Help | LogoOut

Applications > Application Packst - Centers > Program Year: 2014 - 2015

..... MODIFY
CACFP Checklist
7050101 Status: Active 0001 Status: Active
Hearts in Motion HIM 1
810 Governors Drive 810 Governors Drive
Pierre, SD 57501 Pierre, SD 57501
Required Document Date Document
Forms/Documents Submitted Submitted  on File Status Last
to send to CANS to CANS to CANS w/CANS Status Date Updated By
o & | Pendi
Civil Rights Data Collection g 2 [09/27/2014 [ | Ag:r;"vgal 09/27/2014  mhalling

Title XIX, Title XX or Pandiy
Free/Reduced Price Meal 2 09/27/2014 [ Aoncow|  09/27/2014  mhalling
Beneficiaries Doc pprova

Action Checklist Item Comment Attachment Date/Time
View | Modify Civil Rights Data Collection 9/27/2014 11:08:48 AM

Cancel

Again, you can upload them or you can submit them by another means. Make sure to
mark that they were submitted and the date before you exit the screen. Again you will
not get error messages if they are not complete but you will not be able to submit the
application for approval.



Submitting the Application

Application Packet
Sponsor of Affiliated Sites

Packet Submitted Date:
Packet Approved Date:
810 Governors Drive Packet Original Approval Date:
Pierre, SD 57501 Packet Status:Not Submitted

7050101  Status: Active
Hearts in Motion

Latest

Action A\l jorm Name Version  Status
;/ Sponsor Application Original Not Submitted
+ Board of Directors/Principals Original Pending
v Sponsor Budget Detail Original  Pending Approval
v/ Checklist (11)
Application Packet Notes for Sponsor
Approved Pending Return for Denied Withdrawn/ Total
Site Application(s 0 2 0 0 0 0 2

< Back Submit for Approval Withd t

When the application is ready for approval you will see green check marks. Note that
you do not see the check mark by the site applications but they are listed as pending.
At least one site application must be listed a pending before you can submit for
approval. If the other sites are not ready for approval yet they will be shown as in error.
You will only be able to claim for sites that have been approved.

So, when ready, click on Submit for Approval.
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Confirm Submit Application

s > Application Packet - Centers > Program Year: 2014 - 2015

Application Packet
Sponsor of Affiliated Sites

7050101 Status: Active
Hearts in Motion
£10 Gor

wernors Drive Packet Original Appr
Pierre, SD 57501 Pac

Hessage from webpage x|

0 You have cicked the ‘Submit for Approval button. Do you want to
continue?

||| |

You will not be able to make any modifications to the application after
this point - until the state has either approved the application or
returned the application for correction. You can still view it.

You will get a confirmation screen.

If the application cannot be submitted you will get a message at the top of the screen. |
have found this is normally tied to site application issues.

Click on ok if you are ready to submit.



Application Submitted

Applications > Application Packet - Centars > Program Year: 2014 - 2015

Application Packet
Sponsor of Affiliated Sites
7050101 stal Packet Su

tus: Active
Hearts in Motion Packet A
810 Governors Orive Packet Origin

The Application Packet is currently under review by the State and is unavailable for

changes.
Latest
Action Form Name Version _ Status
¥ Spansor Application ginal  Submitted
+/ Board of Directors/Principals ginal  Pending
V Sponsor Budget Detail Original  Pending Approval

V/ Checklist (11)

Application Packet Notes for Sponsor

Approved  Pending  Retunfor  Demied  Withdrawn/ Total
Correction Closed Ervor Applications
3 2 3 o 3 3
< Back | i)

At this point you will no longer be able to modify the application. You will get a
message to that affect at the top of the screen until it has been approved. Notice the
packet status is now listed as submitted for approval. You should also get an email
notification that it has been submitted. | will also be notified that it has been submitted
so that | can go in an approve my portions.

| will do my review and Phyllis will approve the budget. If we have any questions or
need more information the application will be returned to you for correction.
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Application Returned

Child and Adult Care Food Program /' § ...«

Applications | Claims | ecur earc Year | Help | LogOut
Applications > Application Packat - Centers > Program Year: 2014 - 2015

Application Packet
Sponsor of Affiliated Sites

7050101 Status: Active Packet Submitted Date:
Hearts in Motion Packat Approved Date:
810 Governors Drive Packet Original Approval Date:
Pierre. SD 57501 Packet Status: Returned
Latest
Action Form Name Version _Status
+ Sponsor Application o Approved
+ Board of Directors/Principals Approved
+ Sponsor Budget Detail Original  Approved
v Checklist (11)
Application Packet Notes for Spo
Approved Pending Return for Denied Withdrawn/ Total
tion Error
2 0 0 0 0 [ 2
< Back | | |

You should receive an email notification that it has been returned. When you go back in
you will see returned as the packet status. You will likely also see a note either at the
top of the page or under the Application Notes to Sponsor. You can open the notes by
clicking view.



Application Notes

Child and Adult Care Food Program

Applications | Claims |

| security | search

| Year | Help | LogoOut
Applications > Application Packat - Centers > Notes > Program Year: 2014 - 2015
2014 - 2015 CACFP Application Packet Notes

7050101 Status: Active
Hearts in Motion

810 Governors Drive
Pierre, SD 57501

9/27/2014 Free and Reduced Price Meal Application

We cannot approve the free and reduced price meal application. The forms that were attached are last year's
forms. There have been changes made to the forms for the current year. Please attach a copy of the corrected
forms. You can find the current forms as a hyperlink for this checklist item or under the downloaded forms option
under applications. Resbumit once the correct forms are attached.

Created By: melissahalling on: 09/27/2014 12:18:31 PM  Modified By: melissahalling on: 09/27/2014 12:20:22
PM

The note will then display a message for what needs to be corrected and resubmitted.

Click on back and then go to the appropriate section to correct. In this case it was a
checklist item.



Application Returned — Correction

Required Document Date Document

Forms/Documents Submitted Submitted on File Status Last

to send to CANS to CANS to CANS w/CANS PETE~y  Date Updated By
F lea

o 1] F 09/27/2014 | i:;‘;’aga‘ 09/27/2014  melissahalling
Description of billing and

payment collection ! ~ 09/27/2014 2 Approved 09/27/2014 melissahalling

procedures

o = ~ 0/27/2014 F Approved  09/27/2014  melissahalling

1] F 09/27/2014 = Approved  09/27/2014 melissahalling

=0 = 09/27/2014 = Approved  09/27/2014  melissahalling

2 09/27/2014 = Approved 09/27/2014  melissahalling

! =2 09/27/2014 = Approved 09/27/2014 melissahalling

Adih Checklist Item C Attachment Date/Time

e w Free and Reduced Meal Packet for Centers 9/27/2014 11:02:02 AM

So, | go into the checklist items, see that the f/rp application is still pending approval. |
modify the attachment and then go down and click on modify. That will open up the
document that is attached. Click on browse to reattach the corrected document.
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Submit for Approval — no button?

Child and Adult Care Food Program

Applications | Claims | | Security | Search

| vear | Help | LogOut

Applications > Application Packet - Canters > Program Year: 2014 - 2015

Application Packet
Sponsor of Affiliated Sites

7050101 Status: Active Packet Submitted Date:
Hearts in Motion Packet App te:
810 Governors Drive Packet Original Approval Date:
Pierre, SD 57501 Packet Status Returned
Action Form Name Status
V Sponsor Application Approved
v Board of Directors/Principals Approved
v Sponsor Budget Detail Original  Approved
¥ Checkiist (11)
Application Packet Notes for Spot
Approved Pending Return for Denied Withdrawn/ Total
Correction Closed Error
2 o 0 0 0 ] 2
< Back | ¢ for A ithd scket’ |

If Submit for Approval button is not showing up — remember to go in and
revise one of the application pieces. You don’t need to change anything but
do need to open it and then save it again for it to trigger the Submit button.

So, now | have corrected the mistake but still not submit for approval. This is the one
glitch that cannot be fixed. If an application is returned you need to go back into the
sponsor application, scroll down, and click save. This will allow it to be resubmitted.



Resubmit for Approval

Child and Adult Care Food Program

| vear | Melp | LogoOut

Agplications > Application Packet - Canters > Program Year: 2014 - 2015
Application Packet
Sponsor of Affiliated Sites
7050101 Status: Active Packet Submitted Date:
Hearts in Motion Packet Approved Date:
810 Govarnors Drive Packet Original Approval Date
Pierre, SD 57501 Packet Status:Not Submitted
Latest
Action Form Name Version _ Status
ew | Modify  Sponsor Application Rev.1  Not Submitted
+ Board of Directors/Principals Original  Approved
 Sponsor Budget Detail Original  Approved
V' Checklist (12)
Application Packet Notes for Sponsor (1)
Approved Pending Return for Denied  Withdrawn/ Total
Correction Closed Error
2 0 0 [ 0 ] 2
JRAIA]  Submit for Approval
\ v,

Notice the green check is still there but the sponsor application has “not submitted”
next to it. This allows the submit for approval button to appear. Click on that and
confirm the resubmit and it will once again be sent to the state for approval. We will go
back in and review it.



Application Approved

Application Packet
Sponsor of Affiliated Sites

7050101 Status: Active Packet Submitted Date: 09/27/2014
Hearts in Motion Packet Approved Date: 09/29/2014
810 Governors Drive Packet Original Approval Date: 09/29/2014
Pierre, SD 57501 Packet Status: Approved

Packet Assigned To: Melissa Halling

Latest

Action Form Name Version  Status
ew | Revise v Sponsor Application Rev. 1 Approved
+ Board of Directors/Principals Approved
v Sponsor Budget Detail Original  Approved
v/ Checklist (12)
Application Packet Notes (1)
View Application Packet Notes for Sponsor (1)
Approved Pending Return for Denied Withdrawn/ Total
Correction Closed Error icati
Site Application(s) 2 0 0 0 0 [ 2
< Back | | | B
€ v

Once approved, the application status will be set to approved. You can always go in to
modify it but claims will only be paid on approved application. Each time you make a
revision you need to resubmit it to our office for approval. This is a little different for
home providers but we will cover that in a separate training.



Changing Password

Child and A

Applications | Claims |

Care Food Program

| security | Search

| vear | Help | LogOut

D £ Q_»g/\___ Q:Q/\_‘__‘_
GeANGeARCICAN
Welcome to iCAN!

South Dakota's web-based system for online
applications and claims.

You have reached the home page for the
Child & Adult Care Food Program!

We are exdited to announce that the application process is ready for use!
The daims portion should be ready to go in the near future.

If you have any problems with your application, please contact Melissa Halling by phone at (605) 280-
2696 or by email at Melissa.Halling@state.sd.us.

If you have any problems with your claims, please contact Phyllis Tomkiewicz by phone at (605) 773-
3456 or by email at Phyllis. Tomkiewicz@state.sd.us.

So, now back to a few things | mentioned at the beginning. Changing your password.
This process is very simple. Click on Security.



Changing Password

Child and Adult Care Food Program

Security >

Item Description

Applications | Claims | | Security | Search | Year | Help | LogoOut

Change Password Change Password for Logged-In User

Child and Adult Care Food Program

Security > Change Password >

Change Password
Please enter your new password, then re-enter your new password to verify it. Select Save to continue.

New Password:
Re-Enter New Password:

Concel

Applications | Claims | | Security | Search | vear | Help | LogOut

Then click on change password at the next screen.

Then enter and confirm your new password.
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Changing Password

Your password must comply with the following
rules:
1) at least 10 characters long
2) at least 1 number
3) at least 1 special character (5,%,7,&,+,=)
4) cannot contain your user name.

Make sure your password complies with the rules.

Click save.
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Search Option

Child and Adult ¢

Applications | Claims |

e Food Program

| security | Search

| vear | Help | LogOut

D £ Q_»g/\___ Q:Q/\_‘__‘_
GeANGeARCICAN
Welcome to iCAN!

South Dakota's web-based system for online
applications and claims.

You have reached the home page for the
Child & Adult Care Food Program!

We are exdited to announce that the application process is ready for use!
The daims portion should be ready to go in the near future.

If you have any problems with your application, please contact Melissa Halling by phone at (605) 280-
2696 or by email at Melissa.Halling@state.sd.us.

If you have any problems with your claims, please contact Phyllis Tomkiewicz by phone at (605) 773-
3456 or by email at Phyllis. Tomkiewicz@state.sd.us.

\ )

Most useful when your user ID is associated with more than one sponsor.

The search item was already covered in detail previously. This option is needed for
users that work with more than one sponsor.



Search Option (if needed)

Child and Adult Care Food Program

Applications | Claims |

| security | Search | Year | Help | LogOut

Program Year: 2013 - 2014

CACFP Sponsor Search

Search for Sponsors
Agreement Number:[— Packet Status: =
Sponsor Name: [— Field Service Rep: l—;l
vendor Number: [T Packet Assigned To: [ <]
FEIN: ,— Program Status: |—;|
County: I | Program: [Both =]
Sponsor Status:  [Active =]

Search I

Sponsors Found: 1
Agreement Sponsor Name d PP Packet
Number Packet for Date Assigned
Status Approval To
7050101(C) Hearts in Motion Approved 09/26/2014  09/26/2014
\ J

This screen is the only way to switch from one agency to a different agency.
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Changing Years

Child and Adult Care Food Program

Applications | Claims | | security | Search

-
\WCCANGCAN
Welcome to iCAN!

South Dakota's web-based system for online
applications and claims.

| vear | Help | LogOut

You have reached the home page for the
Child & Adult Care Food Program!

We are exdited to announce that the application process is ready for use!
The daims portion should be ready to go in the near future.

If you have any problems with your application, please contact Melissa Halling by phone at (605) 280-
2696 or by email at Melissa.Halling@state.sd.us.

If you have any problems with your claims, please contact Phyllis Tomkiewicz by phone at (605) 773-
3456 or by email at Phyllis. Tomkiewicz@state.sd.us.

If you need to change the year you are looking at or modifying, click on year.
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Changing Years

Child and Adult Care Food Program

Applications | Claims | | Security | Search

| Year | Help | LogoOut

Year Select

Select Year

4 - 2015

2013 - 2014 < Selected

Once you change the year then you need to go back up to the blue

menu bar to go to where you want to look at or modify information
(applications, claims, etc.)

Click on the year you want. After that you will need to go back up to the blue bar to

click on what you want to do. Do not hit the back button on your browser as the year
will not be changed.



Always Remember to Log Out

;s Programs Year Help I Log Out

Final reminder — always remember to log out!! This will take you back to the sign on

screen.
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Things You Need to Know

* Every Agency is Referred to as a Sponsor!
— Even if you only have 1 site

* iCAN Sponsor User Manual

— http://doe.sd.gov/cans/cacfp.aspx
(under documents and under applications)

* Need Help from CANS?

— Doe.icanhelp@state.sd.us

— Phone: 605-773-3413
* Most people in the office should be able to assist you.

A couple of things that are helpful to know.

1)

2)

3)

Every agency is called a sponsor in this program. We tried to get them to change
that but they would not change it. Sponsor was standard across the 34 other states
so they would not make that change. We will adjust. It will just be important to
remember that even an independent center is now called a sponsor. Previously
sponsor was only used if the agency had more than one site.

If you need help, there is a help desk for this system. Emails can be sent to this
email box. It will be checked regularly. Feel free to contact me directly if your needs

are urgent at this point in time.

If | am out of the office call the main line. Most everyone in the office should be
able to answer questions that are specific to the iCAN website.
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https://ican.sd.gov/ican/splash/aspx

So, what you are all waiting for:
The iCAN website link....

This link can also be found on the CANS website. The address will also be on the next
screen in case you didn’t have time to write it all down.
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Your User ID and Start-up Password

Your User ID:
First Name Last Name (no spaces — not case
sensitive)

Your Password:

Sreset1234 (case sensitive)
You will be prompted to change this
immediately!

https://ican.sd.gov/ican/splash/aspx

To access the system, your User ID is your first name last name (no spaces). The user id
is not case sensitive so it doesn’t matter if you use capital letter or lowercase letters.

Your temporary password is Sreset1234. This is case sensitive so make sure you are
using all lowercase letters.

If you find that your user ID is not working, please call Cheriee Watterson to ask her
about getting a new one. She can be reached by calling the main office at (605) 773-
3413. She will be happy to work with you!
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